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S L "o evaluste functiend, setivities, procedures end workload of thé Bmgloyee "~
~ Relationa Branch to deterhine propriety and efficiepcy, and. to propose staffing. -
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2. JFACTS BEARING ON THE PROBLEM * ~  ~ =~ - S et
}‘h‘«* The. Employee Relations Branch is & consolidation of the-former 0 ounsel mgd

' Branch of Personnel Assigmment Division and the Employee Services Branch of the
. Records and Services Division.” The current officisl T/0's 6f these Branches total

<3

positions’ of .the’ following grades:. o5yqa -

Counseling Branch- ‘

: 25x1 A Employee Servicéévi‘gi'a.nchj. ‘ , »
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. /3. :DISCUSSION ' _
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% 5 o,-%e The Employee Relatiohd Brench engeges in about. thirty-five (35) differant
" ragbtivities.” The major functions, however, are thoae involved in counseling and™ "
. pre-éxit interviewing, final clearance®, out-placement, recreation programs ‘and .
- other employee participation activities, such as; Fund Raising Drives, Blood Donor, .
... 'Red-Cross Hostess; and Savings Bond Programs. An indication of the volume of work
id these vgriods activities is shown in Tab A. o ' ‘ -
b. ~Fhe counseling function is important in that it contributégfto the main-
tenapce of good relations between the employee and the Agency, helps reduce turnover
of efficient persomnel, and often veveals correctable problems and gttuations in-
volving seourity, medical, or legal implications before such conditions raflect
unfavorably on the organizatiofi Br too seriously affect the individysl. Tt may
be said that those who.need the help most, fail to use the service. Ogn the other
hand, an examination of recent case histories indicates that both exployees and
the Agency are benefiting from the counseling service performed in the Employee . o
Relations Branch (seé Tab B). To aghieve its full objective, however, the counsal- A
ing service must always be staffed by individuals of mature Judgement and: exper-
'ience, who inspire confidence, and are not burdened by the assigoment of ‘Gther
duties which hemper the performance of their counseling, or affect the confidence
of the employees in them. In & recent seven (7) week period; two employee re-
lations officers.of the Branch, in addition to other duties, handled sixty-four =
- {64) counseling. cases. These includad eleven {11) Security referrals and five (5)
. Panel referrals (Medical, Security, Personnel Review Panel). ST
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c. The efforts of the Employee Relations Branch in support of recreational
programs are resulting in increesed participation and additonal ectivities. Approx-
imately 2700 Agzency employees are participating in twenty-one (21) Agency sponsored
recreational activities. These activities are monitored and supported in whole
or in —art by the Employee Welfars Fund which is derived from a share in the profits
of the GSI cafeterias operated in buildings occuppied by the Agency. The Employe=
Reldtions Branch also supplies equipment, arranges for facilities, uepires and
Judges, and provides administrative support to individual activities. Employee
recreation programs are widely recognized for their contributicn to the physical
and mental well being of employees, as roeflected in raduced turnover, lmproved
attitude and morale, and =ducational and cultural self lmprovement.

d. It is significant to note that the Blood Donor Program averages 150 or
‘more Agency donors each momnth, and provides free replacement to blood banks serving
employees or their relatives throughout the United States. The Employee Relstions
Branch arranges for the scheduling of appointments, arrdnging with the Red Croas for
transporation and accompanying the groups which go each ronth to the Red Cross center.
If an Agency employee or his relative is supplied blood from a Red Cross Blood Bapk,
the Employee Relatlons Branch, on request, will notify Red Cross and the amount of
blood issued will be replaced.

e. The novement of the Employee services Branch from the Records and Services
Divislon remulted in the trensfer to Employee Relations Branch of some functions that
are pursly of a records processing nmaturce nct directly related to employee relations
n~1 recreation programs. These include the processing of FRGLI (Federal Employee

rernment Life Insurance) actions: the dissemination of information copies of cables
vwithin the Office of Tarsonnel; the processing of Requests for Approval of Qutside
Artivities, and Desirnation of Beneficiary actions. Certein of these functions and . K
activities should be ramoved from Ernployee Relations Branch which would permit more Z
emphasie snd effort on the priue mission of the Branch with fewer personnel.

f. Information copies of incoming and outgoing cables containing personnel
information, received from the Cable Secretariat, averaged 342 per week over a recent
period of seven (7) weeks. Less than one fourth of these cables are disseminated
within the Office of Perscnnel. Those disseminated averaged sixteen (16) per day,
most of which are routed to Military Personnel Division or Contract Personnel Division.
The criteria for selection of those to be disseminated are outlined in Tab C. Those

5X1Acables not disseminated are held, without loggi for G0 days and then destroyed.

5X1A g. mgives the Dirzcter of Parscnnel responsibility for sub-
ritting stalemen or privatie sponsorshipy of alisns, by Agency personnel to tha
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L.partment of State. 3uch actions require prior approvel and briefing of the sponsor]%dﬁ?
by the Office of Seewrity. Since this action by the Agency is primerily to protect ot
our security imterest, it would appear to be appromriate for the Bifice uf Sgeurity &K
to perform the full coordination and liaison function. Sueh céordimalion should in-

clude the pertinent Career Servic: Officer for ~onsideration with regard (c possible
interference with future assigaments of the sponscr. Twenty (20) spongorship cases

wer2 processed in 1956 and sixteen (16) have been processed in 1957 up to Gctober 19.

h. Pre-exit interviews have been performed and seperation reports prepared

by the DD/I Branch-of PAD on a pilot test vasis for the past three {3) months. The
final clearance procedure anl presentation of the employes's copy of the SF.50 is
carried out by the Employse Reletions Branch. With some assistance from Employes.
Relations Branch during this period (ERB processsd forty (40) of seventy one {71)
DD/I resignations, plus twenty five (25) razsignations in absentia) it hes been demon-
strated that the functlons cof pre-exit Interviewing and separation processing j?
ran and should be performed by the Placement Cfficers, with the clearance procedure ,
remaining in Eggvoyeééﬁéih%ions Branch. However, in order to pramote the external
anogymity of the verious Plecement Off_cers and Lo provide a single poimt of contact
with other government agencies and employees, it would appear advisable to leave with
the Chiengf the Employee Relations Branch the responsibility for the out-placement
function.” During the nine (%) weeks o® August and September, 337 separation actions
(2xcluding temporary employves separatione) were processed. This weekly everage of
forty two (42) actions was handled by twe (2) employees on & regular basis with
occasional assistance fram two (2) others. There may arise instancea in which the
relations of the individual Flaucement Cfficer with the Office serveld would be im-

‘red by the handling of a particular sensitive or "sticky" type case. In such
wustances, the Chief, PAD should tske the case or provide for hanaling by the Employ-
ec Relations Branch.

i. Employee Relations Branch receives copies of Requests for Approval of
Outside Activity, (education and employment), approved by the Office of Security,
which have originsted through the Agency. These copies are logged in and then sent
to personnel files for inclusion in the Official Personnel File Folder. Thece file |
covies could bhe sent directly to files by the Personnel mail roow, since no ection £
an the t o oyee Relations Branch is required. Requests should be approved
by the Head of ¢ reer Service concerned, since suployment or education status
my sffect the availab*lity for assignments.

J« Requestis for Approval of Outside Activity originationg within the Office

¢ Personnel are concurrad in by Employee Relations Branch end ¢oord.n8t=d with the
Off;c' of Socurity. An average total of avout ten {10) ceses per week including
<hose in paragranh 1 above are handled by Zmployee Reletions Branch. Requests do
not require CfIiize of Jecurity approval if the operating official telieves the acti-
vity will ¥nveal no security implications. The matter of ocutside employment and
rducationnl] activity on the part of SP employees is & matter of interast to their
Sareer Board. It is therefore bzlieved appropriate to transfer thc reviaw, coordine-
tion und approvel of outside activity approval requesti to the Career Mamagement Offiecer,
Offize of Personnel. ' ' A

k. Requests for apyproval of advancs sick leave up to thirty (30) days are .
reczlivad by Employee Relations Branch, coordinated with the Medical Staff, if this hes
* alrz2ady been accomplished, approved by Employee Rolations Branch and traunsnitted
- Peyroll Branch of *“he Comptroller's Office. The nuabar of such requests averages
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about five (5) per week. No raquirement for change in this function ie indicated; v
however, inssmuch as meny regu2sts rece.ved have not bteen coordinated by the origina-
ting offizz with the Medical Staff as requirad by rezulation, this patter should

be proucht to the atiention of Administrative Officers.

1. LUCP over sixty (6Q days raquires the issuve of a Form 1150, Personnel
Agtion, by the Office of Persomnel. At prosent, requests for such leave are epproved
by Employee Relatilcns Branch anl forvairded to RSD for preparaticn of th: Form 1150.
About four (4) such raquests are proczssed through hnpicyee Relaticns Branch peo. week.
No requiremant for change in this funciion is Indicated. However, it is belizved

that Cereer Boards have an interest in requeats for amd approval

of extended IWOP. If

Lthe Request for Parsonn2l Acticnm, Fo.w 1152, has not been approved by the p:riinent
Carcer Board, it is suggestel thai Friloyee Relations Branch coordingte such rzqusscs
witn the appropriate PAD Placement Officer ~or determining Carecr Board attitud:

regardins specific rzqnests.

s, An avera e of five (5) TIGLI acticus are processed per waek. These in-

volve the reccipt of inforratiop from BCD on reinstatements, and

nctizce forms on re-.

vocations snd walvers frum IAS and Appointients Sectilion. This information is swummar-
szed and tranziitied to Fisesl] or Finance Division as appropriate, for payroll d=duciion
action, with tho original guthorization forms going to the personnel files. This paper

processing is closely ralated to the functions of BCD and shouwld

be czniuered where

rather than Eaployes Ralations Branch. This includes the Desiguastion of and Chenage

in Beneficlurias.

n. The maintenance of literaturs on aree educational opportunitice, vacatica

and travel guides requirss little effort. The refarence method ¢

ould be i{aproved by

the use of an intormation rack which walk-in employees cculd refer to without ihe
nlecri~al assistance ol withdrawing packages .naterial now maintained in bookshelves.
Housing information is displeyed in card Tile trays which do permit reedy referencs
by walk-ins. Car pool information is meintained in a 3x5 card file. Though Bulletin

Boards also serve to bring cer pocl participants together, it is

indicated that

Bmployee Relations Branch performs & useful service in this regmrd.

~. An orisentation lscturs covering Hmployee Relations Branch funetions is
¢iven each week to new ¥OD's by some member of the staff. This lecture generates

future requests for information and ervice,.

n. One employes has responsibility for the Fire and Alr
and Training Program for Curie Hall.

Raid Evacuation

q. The Fmployes Relations Branch supplies lncome tax reporting forms and
snformation, and rrov’ o8 gn alvisory service durin the report filing period. Usually
two (2) enployees are involved full time for approxisetely two {2) months per year

with this sctivity. Car=aful conslideration should be given to the

amount of actusl

ascistence given to the individual in the preparation of a raturn. If datailed
assistance and adviece is deemed appropriate, the pos3itility of the Comptrollar's

office porforming this functicn should he explored.

r. Bookkeeping, accounting and disbursing functions of the Jelfare Fund,
+* = Recregtion Fund, amd the Fubli: 3ervice Ald Society ere now divided among five (5)

by

e
e
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people - the ARxO/OP,. three (3) employees of Buployee Relations Branch, ome (1)
employee of Machine Records Division, Comptroller's offige. Assuming the eventual
transfer of the PSAS function to Bmployee Relations Branch, it is suggested that
the Technical Accounting Steff of the Camptroller's ©ffice should be asked to r=-
view all bookkeeping and accounting functions in connection with the thrze (3) funds,
vwith & view toward possible improvements, {e.g., consolidating bookkeeping duties in
cne position), the establishing of appropriste relationships between the funis, and
such integration of records a3 riay be 1ndicated. .

. - 8. Though the naed for a number of changes in runctions and methods 1s
indicased, it should be noted that Employee Relations Braoch, under the present :
Acting Chief, has made & number of improverments during the past two ‘and. one half :
mogths. These include: '

(1) The installation of a r-.porting system to messure workload
and ectivity.

(2) The screening of sducational apd recreational material main-
tained by the Branch and disposal of obsolete material.

(3) The development of a case bistory file to provide preccdent .
guidance for fubture reference and interrial traéining.

. ' " (4) Veekly staff meetings at which, an a rotetional basis, & member :
o - of the staff discusses & pertinent parsonnel regulati®n vhich he has studied. -

(5) Actusl physicel inspection and grading of housing facilities
RO listed f‘or rent.

(6) Recreational Newsletter published cn a current baais.

(7) Deletion of psycho-therapy clinical type of counseling, re-
ferripg this t:ype of case to the Hedicaq. Ofﬁce.

’ o (8) Establishmnt of mformet:lva gmgnxl q”n weekly basis for IAS
L pgrsml, indicating paternal intwt *1!1“ new mplayeee.

{3) Use of mass action exit mtervieve for sulmer employecs in a e
non-clessified aree (Reception Room, Curie’ Hall) 5

e N

-(10) Withdrawal of awthority previously held by 85-5 clérieal
‘mployee to apprdve wOP and advance leave requests.

. v (ll) Proﬂde f‘or a revmw of ih&lvidml personnel file of eaplayees
: .,requesttng LﬂOP advance lea.#e s»-and allen sponsoréhip epplications

R

.+ (12) The initietion of an emergency transpofation plan, belng adors -
. dinsted with the Ageney Evacuation Officer, which will provic!e tmsporta
tion for employees through sreater utilization of ca.r pool.s in evest of - .=
-bus etrikes and other emergencies., . e

d . . SN R KN

ucwsxo:s o E » e

Uny

s

. - 'The cyee Relmtions Branch has a sound ia for a usetul axrgrgroductfu '
‘ .am of oyee ra]at.ions aml recreatiom.l a‘et:l itiea. _ cemin records processing
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lunctions and other activities, however, should be transferred out or otherwise chang-
ed as indicated. With a reduction in these extranzous activities as recommended,
the present T/G's of the Zmployee Services Branch and ihe Counseling Branch of

25X9 positions cowld gradually be reduced to _as indicated in Tob

D. 25X9
5. RECCMMENDATIONS

/ 2. Transfer the funciion of cuble screening and dissemination, includina
pseudo fil= maintensnce, to the Reccrds and ervices Division, or to the SSA /Pers,
as discussed in paragraph 3 f. TH)

/‘ " b. Tronsfer the processing of FuGLI actions (renewals, revocations, walvers)
+o the Beaefits and Casualty Divicion. C,./(, :

25X1A

c. Ameni [N to ;i e the Director of Lecurity the responsibility for
~coordination and subuission of statements of private sponsorchip of allens vo the;
Departiuent of State. l\! )

4. Transfer the responsibility for approving and coordinuting 3equesis for

Approval of Qutside Activity to the Office of Lecurity, from Employez Relatlicns ﬁ_?_EGIB

the Hmds of L&zee{r, Services, 7K | oA (p N PAaD T oaittst” atultes /)
o elenidy gl»wa‘vwvck«w waf
€. Route copief of approved Raguests for Approvel of Outside Activity, re
ceived from the O0ffice of Szcurily, directly to persconncl files, RUD, {ram the
Office of Fecrsonnel mail room, rather than through Snployee RBelatlions Branch.

25X1A
£. Discontinmue the advisory service on ingcome (ax reporting now previrlsd

Ymployee Relations Bremch and izsue .ncome tax reporting forms and instructi -
frgﬁ/}}‘ulu;ng Supply Rooms. - "(74“/ otk SF - P Zan Wﬂ/
P ot B V?'\’/!-*’ Vz??-/"ﬂ‘-)‘lé‘(/;t «CJup .
g, TransTer respoasibillty for pre-e2xit interviews to Plac:ment Branches of
PAD, including the functions of separation report preparation, but nct out-placement,
or finzl clearance proaedures.’n 17()

h. Providie for Employee Relations Branch coordination of LWCP requz2sts with
FPAD Plrrement OfTicers to determine Career Board attituwls regarding specific re-
auests. 0.
25X1A
.i. Invite the attemtion of Administrative Cfficers tolllEEE *‘equirmp
coordination of Advance Zick Leave Requests with the Medical Office prior to
submigsion tc the Office of Personnel.?)

j. 3stablish a T/0 of not ncre thazxm vositions as indicated in 25X9
Tab D, and aradually reduce thz staffing 10 TLis 2Vel.

k. Develop out-placement sowrces; this function to bs performed Ly or under

th2 clcare control of the Branch Chief.® se: Tab £ for current stutus of thic program.

ILLEGIB
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